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INTRODUCTION 
 
The Travel Reimbursement Information Processing System (TRIPS) is an Internet-based 
expense reimbursement system that State employees use to create, submit, approve, and audit 
employee Expense Reports.   
 
The TRIPS support website may be accessed from the Internet and State Intranet under the 
Department of Finance and Administration, Division of Accounts topic “Travel Reimbursements”:  
http://www.state.tn.us/finance/act/accounts.html.  This website provides links to general 
information, manuals, frequently asked questions, and a computer-based training application.  
 
 
TRIPS Benefits 
 

Facilitates efficient, time saving expense claim submission, fiscal office audit processing, 
and Division of Accounts reimbursement processing 

• 

• 
• 
• 
• 

• 

• 

• 

Provides electronic generation, routing, notification, and approval of expense claims 
Limits errors introduced by employees when filing expense claims 
Provides secure inquiry into expense claim status and history 
Provides a repository of data for management reporting and analysis 

 
 
TRIPS System Overview 
 

TRIPS can be used only by State employees (i.e., employees whose STARS Vendor 
Number prefix is “E”).  Non-employees eligible for travel and expense reimbursement 
must request it outside of TRIPS.  

 

The TRIPS application is accessed using a PC “web browser” (Microsoft Internet 
Explorer 5.5 or later) and an Internet (or State Intranet) connection.  TRIPS will install 
certain files on the PC the first time the system is accessed.  Therefore, only State and 
personal PCs should be used (public PCs, such as those in libraries, normally have 
restrictions against downloading and installing files from the Internet).  PC administrator 
privileges are required to install the TRIPS files. 
 
Note: TRIPS requires that large amounts of data be transmitted back and forth between 
it and the User.  Dial-up Internet connections may result in performance that is 
unacceptably slow.   

 
TRIPS is an adaptation of commercial T&E software produce by Necho Systems 
Corporation.  Key components include: 
 NavigatER – Necho’s web-based expense reimbursement software, residing on a 

secure server and accessible via the Internet or the State’s Intranet using a web 
browser (Internet Explorer 5.5 or later) 
 AdministratER – Necho’s application for configuring and managing NavigatER 

operation, residing on a secure server and accessible via the Internet or the State’s 
Intranet using a web browser (Internet Explorer 5.5 or later) 
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 AuditER – Necho’s application for auditing expense reports that have processed 
through NavigatER, residing on a secure server and accessible via the Internet or 
the State’s Intranet using a web browser (Internet Explorer 5.5 or later) 
 NavMail – Necho’s application for configuring, scheduling, and transmitting 

automated E-mail notifications regarding Expense Report status 
 STARS – The State of Tennessee’s Accounting and Reporting System, a mainframe 

application from which reimbursement payments are made 
 SEIS – The Shared Employee Information System, a mainframe application used as 

the primary source for employee data 
 GroupWise – The State of Tennessee E-mail application through which NavMail 

sends E-mail notifications 
 Crystal Enterprise – A server-based database query and reporting application, used 

to produce all TRIPS reports other than Expense Reports 
 
 
TRIPS Components 
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Roles and Responsibilities  
 
The following roles/positions are defined for TRIPS: 
 

Role Function Summary Location Created By Authorization 

Submitter Enter and submit Expense 
Reports Any Agency SEIS database 

and Administrator 
Department of 

Personnel 

Proxy 
Submitter 

Enter and submit Expense 
Reports on behalf of another 
employee 

Any Agency Agency 
Administrator Each Agency 

Approver 
Approve Expense Reports 
(possibly altering certain 
fields) 

Any Agency Agency 
Administrator Each Agency 

Proxy 
Approver 

Same as Approver, 
temporarily substituting for 
Approver 

Any Agency 
Approver or 

Agency 
Administrator 

Each Agency 

Auditor Audit paid Expense Reports 

Comptroller’s 
Office; F&A 
Division of 
Accounts 

Security 
Administrator 

Comptroller’s 
Office and 

F&A Division of 
Accounts 

Agency 
Administrator 

Maintain User Profiles; create 
and maintain Approval 
Chains; create and maintain 
Shared Service Groups 

Any Agency Security 
Administrator 

Each Agency 
and F&A 

Division of 
Accounts 

Statewide 
Administrator 

Maintain most tables; monitor 
interaction with STARS 

F&A Division 
of Accounts 

Security 
Administrator 

F&A Division of 
Accounts 

Security 
Administrator 

Grant Administrator and 
Auditor privileges; 
Monitor Agency 
Administrators and Auditors 
by daily review of report. 

F&A OSTS Security 
Administrator F&A OSTS

Database 
Administrator 

Assist in solving database 
problems; Perform any 
required table modifications 
not possible through 
AdministratER or NavMail 

F&A OIR F&A OIR F&A OIR 

Systems 
Administrator 

Maintain system operation 
tables; Maintain NavMail 

F&A OSTS 
Business 
Systems 
Support 

Security 
Administrator F&A OSTS 

Technical 
Systems 
Support 

Backup and restore the 
application and databases F&A OIR F&A OIR F&A OIR 

Production 
Services 

Manage interfaces; upload 
Per Diem and Point-to-Point 
tables 

F&A OSTS F&A OSTS F&A OSTS

Customer 
Support Install software F&A OSTS F&A OSTS F&A OSTS

Agency 
Technical 
Support 

Install necessary software at 
agency Any Agency Any Agency Any Agency 
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Submitter/Approver Overview  
 

State employees use the NavigatER Submitter/Approver functionality to enter, validate, 
print, submit, and approve reimbursable expenses.  Expense Reports can be started, 
saved, re-opened and modified as many times as necessary before submitting.  Once 
submitted, the Submitter may not modify an Expense Report unless an Approver has 
rejected it. 

• 

• 

• 

• 

• 

 

Expense Reports for an employee without TRIPS access can be created and submitted 
by a “Proxy Submitter”. 

 

Submitted Expense Reports proceed 
through an Approval Hierarchy called 
an “Approval Chain”.  Each Approval 
Chain consists of 2-5 Approvers who 
may electronically: 
 Approve the Expense Report as 

submitted,  
 Approve the Expense Report 

after making changes, or 
 Reject the Expense Report, 

returning it to the Submitter 
 

Expense Reports that are approved 
by the last Approver in the Approval 
Chain are automatically submitted to 
STARS (State of Tennessee 
Accounting and Reporting System) 
for payment.  Expense Reports final-
approved by 3:00 PM Central time on 
a business day are submitted to 
STARS that evening.  Expense 
Reports final-approved after 3:00 PM 
on a business day are submitted the 
evening of the following business day 

 

Up-to-date status information is 
provided by automated E-Mail 
messages and an on-line Event Log 
(see the section on Status Reporting 
and Monitoring – page 55). 

 
 
 
Instruction 
 

A computer-based training (CBT) application is available through the TRIPS website.  It is 
strongly recommended that each user complete this training tool before attempting to use 
TRIPS.  Ongoing users may wish to refer to it as a refresher on specific areas.  The following 
page displays the CBT menu. 
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Lesson
1…………Using Computer Based Training (CBT)
2…………About the TRIPS NavigatER Application
3…………Logging Into the TRIPS NavigatER Application
4…………Your Personal Profile
4.1……………Creating/Modifying Your Personal Picklist
4.2……………Modifying/Viewing Your Personal Profile
4.3……………Changing Your Password
5…………Creating and Submitting an Expense Report
5.1……………Creating an Expense Report
5.1.1…………………The Expense Report Window
5.1.2…………………Completing the ER Summary Tab
5.1.3…………………Claiming a Mileage Expense Using Point to Point
5.1.4…………………Using the Financial Code Builder Window
5.1.5…………………Splitting an Expense Item Between Multiple Financial Codes
5.1.5.1……………………Splitting an Expense Item
5.1.5.2……………………Unsplitting an Expense Item
5.1.5.3……………………Splitting an Expense Item Using a Personal Split Formula
5.2……………Overnight Travel: Per Diem Expense Reports and Cash Advances
5.2.1…………………Creating a Trip
5.2.2…………………Claiming a Per Diem Lodging Expense
5.2.3…………………Claiming an M&IE Per Diem
5.2.4…………………Recording and Reconciling Outstanding Cash Advances
5.3……………Using the Activity Summary
5.4……………Submitting an Expense Report
5.4.1…………………Submitting an Expense Report
5.4.2…………………
5.5……………Printing an Expense Report
6…………Approving Expense Reports and Cash Advance Requests
6.1……………Approving an Expense Report
6.2……………Rejecting an Expense Report
6.3……………Approving a Cash Advance Request
7…………Exiting the TRIPS NavigatER Application
8…………Accessing Online Help

TRIPS Computer Based Training (CBT) Menu

Submitting a Per Diem Expense Report Containing a Red Flag for Lodging Expense

Title
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INSTALLATION 
 
TRIPS requires that some files be installed on your computer.  Therefore, you must have 
administrator privileges for your PC.  If you are unaware of your privileges, you may proceed 
with the these installation steps anyway and follow instructions if you are unable to install.  
 
1. Open an Internet browser (Internet 

Explorer version 5.5 or later) and enter  
http://www.trips.state.tn.us in the 
address bar. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

2. The Login window will 
appear.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Enter a valid Sign On ID (normally the 
letter “E” followed by your Social Security 
Number) and Password. 

 

• Click [Sign On]  
(Contact your Agency Administrator if you cannot 
access the system) 
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3. A message box will ask if 
you want to install and run 
Java 2 Runtime 
Environment.   

 
 
 
 
 
 
 
 
 
 

• Click [Yes]  
 
 
 
 
 
 
 
NOTE: If you do not have administrator privileges to update your PC folders, you will not 

get the following screens to install Java™ 2 Runtime.  The main application menu 
will open but you will not be able to enter the application.  Contact your agency 
Information Systems Support and ask them to sign on to your PC as “administrator” and 
download the TRIPS application by accessing www.trips.state.tn.us 

 
 
4. Setup is started and the 

License Agreement 
appears 

 
 
 
 
 
 
 
 
 

• Click [Yes] for the Java 
License Agreement  
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5. Choose the destination 
folder for the installation  

 
 
 
 
 
 
 
 
 

• 

• 

• 

• 

Accept the default folder  
 

Click the [Next] button 
 
 
 
 
 
 
 
 
 
 
 
6. Choose the browser type  
 
 
 
 
 
 
 

Select Internet Explorer 
 
 
 
 

Click the [Next] button 
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7. Java loads and the application will start copying a number of “jar” files to your PC.   
 

• This page appears as the files 
are downloaded 

 
 
 

• The amount of time required to 
complete this step varies 
depending on line speed and 
traffic.  It is not unusual to take 
45 minutes if accessing via a 
dial-up connection.  

The track will swing 
back and forth, as the 
download is running

 
 
 
 
 
 
 
 
8. After the “jar” files are installed, the 

main application menu will display.   
 
See page 13 to continue working in 
TRIPS 

 
 

If you do not have administrator 
privileges to update your PC program 
folder, you will not have installed 
Java or downloaded the “jar” files.  
You will not get past this screen to 
process Expense Reports.   

 
 
 
 
 
9. If the application menu does not display, close the browser and repeat the process 

beginning with Step 1 on Page 8.  If you continue to experience problems, contact your 
agency Information Systems Support for assistance. 
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Creating a TRIPS shortcut/ICON for your desktop 
 
1. Right-click while pointing to your 

‘desktop’. 
 

 
 
 
 

• Point to New 
 

• Then click Shortcut  
 
 
 
 
 
 
 
2. The Create Shortcut window appears 
 
 

• 

 
 

• In the box labeled “Type the location of the 
item:” enter ”http://www.trips.state.tn.us”  

 
 
 

• Click [Next]  
 
 
 
 
3. The Select a Title for the Program window 

appears 
 

Enter a name for the shortcut/ICON  
(e.g., “TRIPS”) 

 
 
 
 

• Click [Finish] 
 
 
 
4. The new shortcut/ICON will appear on your Windows desktop 
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REGULAR LOGIN 
 
To access the TRIPS system perform the following: 
 

From your Internet browser, enter the address http://www.trips.state.tn.us. • 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Enter a valid Sign On ID (normally the letter 
“E” followed by your Social Security 
Number) and Password and then click 
[Sign On].   

 
 
 
 
 

An Application menu screen will appear.   
 
 
 
 
 
 
• Click on “Process 

Expense Reports” 
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• The Main NavigatER window will appear.   

 
The Welcome to NavigatER window with large 
icons will also appear initially.  These icons are 
duplicates of those on the Main window so the 
Welcome window serves no specific purpose.   
 
If you wish to skip this window in the future, 
“uncheck” the Display at Startup box located in its 
lower left corner. 

 

 
 
 
NavigatER Main Window 
  
The TRIPS NavigatER Main window permits access to other windows via drop-down menus 
and GUI Icons. 
 
 
NavigatER Menus 

 
Menu Selection Function 

Service Access If configured, allows the User to prepare an Expense Report 
for another User 

Exit Service Access Discontinues work on another User’s Expense Report File 

Exit Exists NavigatER and closes browser window 
Expense Report Opens a new Expense Report 

Options 
Cash Advance Opens the Cash Advance window (to record a Temporary 

Travel Advance) 

Approver Summary 
(For Approvers only)  Opens the Approver Summary 
window to access Expense Reports awaiting action or to 
view approved Expense Reports Notifiers 

Activity Summary 
Opens the Activity Summary window to access un-
submitted Expense Reports or to view submitted, approved 
and paid Expense Reports 
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Menu Selection Function 
Change Password Change the User’s access password 
Personal Profile View and change elements of the User’s Personal Profile 
Charge Card 
Information Not Used 

Banking Information Not Used 
Approval Hierarchy View and add-to the User’s Default Approval Chains  

Personal Picklist Build personal pick lists for the Expense Report fields 
Provider and Line Purpose 

Profile 

Personal Split 
Formula 

Build and maintain formulas for splitting expenses between 
two or more financial code combinations 

Calendar View the calendar 

Financial Code View the Financial Code builder (will build and validate a 
financial code but will not save it) Tools 

Check PD Rates Not Used  

Policy View Provides a link to the on-line version of the State Travel 
Policy 

Contents Opens the NavigatER help menu Help 
About Provides version information about NavigatER 

 
 
 
 
NavigatER GUI Icons 
 

   
 
 
 
 
 
 
 

Displays the calendar 

Opens the Help Text 

Displays the State’s Travel Policy 

Opens the Cash Advance window to record a 
Temporary Travel Advance 

Opens the Expense Report window 

Opens the Activity Summary window 

Opens the Approver Summary window (Approvers only) 

Exits this session and closes the Internet browser 
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NAVIGATIONAL/OPERATIONAL HINTS 
 

 

 

• 

•  on the Date Icon or the Date 

…

The date can be manually entered in the format  

 

Date Display - All dates are displayed as DD MMM YYYY (e.g., 30 Dec 2002) 
 
 

Date Entry - All dates should be entered by double-clicking
field itself to call the calendar window, 
then double-clicking on the desired day

or 

MM/DD/YYYY (e.g., 12/30/2002) 

 
 

 Drop-Down Picklists - whenever a drop-down box appears for the user to select a value, 

 

•
always double-click the value to select and then click [OK] to accept the selection (If there is 
no [OK] button, move the curser to a different field to accept the selection) 

 

Double-click on  
o  

ox  

 
 
 
 
 
 
 
 The desired row t

populate the Entry B
and click the [OK] button

 
 
 
 
 

 

Remember - Double-click when you want to Pick 
 

 Sorting Lists - Clicking on a 

 

Columns can be resized by clicking on the column separator and dragging it right or left. 

 Notes on sorting:   
-sensitive (Uppercase before lower case) 

onth or year) 

 
•

column heading will re-sort a 
list in alphanumeric order by 
that column* 

 
 
 

 
*

o Sorting is case
o Dates do not sort properly (sort is by day, regardless of m
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• Loc io nessee State 
Parks.  If you enter a name and find no match, try a different spelling (e.g., spell La Vergne 
with a space between the ‘La’ and ‘Vergne’).  Use of hyphens is normal but there is no other 
punctuation (e.g., no periods).  The following abbreviations are used: 

 

  Examples 
Word TRIPS Abbreviation Common Spelling TRIPS Spelling 
East E East Point E Point 

at n Names – TRIPS stores the names of 35,000 locations, including Ten

equired in 
displays in 

Fort Ft Fort Worth Ft Worth 
Mount or Mt. Mt Mt. Juliet Mt Juliet 

North N North Little Rock N Little Rock 
Saint or St. St St. Louis St Louis 

South S South Bend S Bend 
West W West Point W Point 

 
 
• Mandatory Fields – Entries are r

all fields where the field name 
Blue with an asterisk (*)   

  
 
 
 
 
 
 
• Financial Codes - When entering Expense Report details, you must charge each item to 

one or more STARS accounting codes.  TRIPS use a single Financial Code field that 
contains seven segments (separated by periods), representing specific STARS codes.  The 
STARS codes, in segment order, are: 

 

1 2 3 4 5 6 7 
Department . Division . Cost Center . Fund . Grant+SubGrant . Agency Object . Location 

 
TRIPS requires that you make an entry in each segment.  If a code (e.g., Grant) does not 
apply to your expense, enter two dashes (--) in the appropriate segment.  Financial Codes 
should be created by using the Financial Code Builder (see page 18).  Once used, they 
will be stored in a personal Pick List from which they can be selected for future use. 
 
Note: Each Agency should provide its employees with a list of the proper STARS codes to 
use under specified circumstances. 
 

CAUTION: Cost Centers can be configured within STARS to automatically “look-
up” and charge Grants, Projects, and/or Locations.  Such automatic look-ups will 
NOT be shown in TRIPS  (e.g., STARS Cost Center ABC123 automatically 
charges Grant G47.  If you use Cost Center ABC123 in TRIPS, the Grant field 
will not automatically display Grant G47).  The look-up will take place in STARS 
after the Expense Report is approved and batched for payment. 
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Entering STARS codes on expense items: 
 
 
 
 
 
 
 
 
Cli ncial Code select

an
Sel m the Pick L

or
If the code is not on your Pick List, click 
[Fin. Code] to call the Financial Code Builder 
 

will always use your 
home Department code.  

  
 
To select other codes, 
place the curser in the 
desired segment field 

 
 
 
 

 
 
 
 
 
 

Dou
des
the

ion button ck on the Fina
d 

ect a code fro ist  
… 

 
Financial Code Builder  
 
Financial Code Builder 

and press <Enter>.  
 

A list of valid codes will 
isplay.   d

 
ble-click on the 
ired code to populate 
 segment. 
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Each segment must have 
an entry.  If you do not 

ish to use a segment 
.e., you are not using a 
rant, Agency Object, or 
ocation code), select or 
nter two dashes (--) for 
e segment(s). 

 

 

hen all segments are 
opulated, click 

] 
e 

ill be 
eport as follows: 

 
 
 

• Viewing the Contents of a Small Field 

exceed the field’s di
width.  To view the entire
contents of a field on th
Details window, place your 
cursor over the field.   

 
 

w
(i
G
L
e
th

 

 

 

 
 
W
p
[Validate] to confirm that 
codes have been 
properly entered. 

 
 
 

Click [Close Messages
and [Apply] to complet
the selection process. 
 

he Financial Code wT
R

stored in your Personal Picklist and will display on the Expense 

Often the contents of a field 
splay 

 
e ER 

will 
ation 

 

 

 
 
 
 

 

of the field 
display in the inform
section at the bottom of the
window. 

 

 
The contents 
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• l computer applications, and especially since it is Internet-based, 
em outages.  Save your work frequently to avoid problems! 

HE
 
On-Line help is accessible from most windows by clicking a [Help] button. 
 

Note: NavigatER is a generic application and includes many features not used by the 
State.  One example is the option to create “Regular” or “Per Diem” Expense Reports.  
All State Expense Reports are “Per Diem” so the “Regular” option may be disregarded 
when viewing “Help”. 
 
 

 
 
Pro  Process 
 
If yo lems with TRIPS or have questions regarding its operation, please follow, 
in o d below: 
 

1. eview on-line help. 
 

r/Approver Quick Reference Guide and/or review an applicable 
er-Based-Training application (see page 7 for the CBT menu). 

 
Asked Questions at the end of this guide or on the TRIPS website. 

 

 
istrators/support will contact agency Information Systems support for 

ardware and communications issues. 
 

6. gency Administrators/support will contact a Statewide Administrator regarding TRIPS 
 

 
the F&A OIR Helpdesk to report technical problems that 
lpdesk will contact F&A OSTS Business Systems Support. 

 
s Support will report unresolved technical issues to the 

Save Your Work – Like al
TRIPS is subject to syst

 
 
 

LP 

blem Escalation

u experience prob
rder, the steps liste

R

2. Review this Submitte
lesson on the Comput

3. Review Frequently 

4. Contact your Agency Administrator or designated agency trainer/support person. 

5. gency AdminA
h

A
application issues and business rules.

7. Administrators will contact 
cannot be resolved.  The He

8. F&A OSTS Business System
software vendor. 
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INI
 
Change Password and Enter Personal Information 
 
After receipt of your password from an Agency Administrator, you should immediately open 

avigatER, select the Profile menu, 
  
 

 
 
 
 

rs, not

TIAL USER SETUP 

TRIPS N

 
 
 

and take the following steps: 
 
• Change the password to one of your own choosing  

(8-30 alphanumeric characte  case-sensitive) 
 
 
 

• 

 

 

 
 

 
 
 
 
 
 
 
 

You cannot alter any fields on the User Information window.  You should report incorrect 
information to your Agency Administrator. 

 
 
 

 
Verify and add information in your Personal Profile (4 tabs) 

 
User Information Tab 
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Address & Phone Tab 

formation purposes 
base provides Home Address 

of Personnel.   
 overwritten 

cy. 
 
 

 

This window includes defaulted fields, fields set by the Agency Administrator, and fields that 
you may configure.  Incorrect information in fields that you cannot alter should be reported to 
your Agency Administrator. 

 

TRIPS does not use data that is contained in this wind
 the SEIS Personnel d

ow – it is for in
ata

information.  You should report any errors in this data to the Department 
Note:  Any changes you make to the Home Address fields are subject to being

by the nightly SEIS interface. 
 

Office address information may be entered at the discretion of each Agen

Defaults Tab 

only.  A nightly interface from

 
Continued …
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Defaults Tab 
 

System Defaulted Fields that cannot be altered by the User: 
Field Purpose 
Preferred Language TRIPS is configured in English only 
Default Currency State policy is to account for all expenses in US dollars 
Email ID Not Used 
PDA File Location Not Used 

Send Stale File To 
Administrators will reroute all stale files (Expense Reports that 
have not been acted upon by an Approver within a defined time 
period)  

Mileage Total The cumulative number of miles claimed for reimbursement 
 
Fields Entered by the Administrator: 
Field Purpose 

Approval Chain 

In most instances, the Administrator will assign a default Approval 
Chain.  All Expense Reports must pass through this Chain.  If the 
field is blank, you can select an appropriate Approval Chain when 
submitting an Expense Report. 

Address The system Email will send event notifications to this address.   
 

 change): Fields Entered by the User (some may have default values that you can
Field Purpose 

Financial Code 

A set of default STARS codes that will be used for expenses 
unless other codes are selected in the Expense Report.  Clicking 
on the [FC] button will call the Financial Code Builder window to 
choose codes for this field (see page 18).  Creating a default 
Financial Code will save data entry time if you regularly charge 
expenses to the same STARS codes. 

Use Folio Wizard The Folio feature is not currently used so this setting has no effect 
Show Welcome at 
Start 

Enables or disables the Welcome/menu screen when NavigatER 
loads 

Date Range Activity 
Summary 

The default number of days in the past to include files in the 
Activity Summary window  

Date Range 
Approver Summary 

(Approvers only)  The default number of days in the past to 
include files in the Approver Summary window  

Service Access By The Login ID of a User who may enter (but not submit) Expense 
Reports on your behalf (see page 68) 

Autosave Interval The frequency with which NavigatER automatically saves working 
Expense Reports 

Proxy Approver 

(Approvers only)  The name of an Approver who will temporarily 
perform all approval functions on your behalf.  Designating an 
Approver here immediately directs all pending Expense Reports 
and E-mail traffic to that person until the name is removed. 
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PTP Tab 

 

Only the Agency Admini
c unction

 

strator can alter these fields.  Request that s/he make any needed 
s of this window’s fields are: orrections.  The f

ORG Vehicle f “check r travel 
purposes.  Attempting to claim mileage reimbursement will result in a flag. 
I ed”, indicates that you have been assigned a State car fo

Default Your Official Station.  This becomes the default origin when claiming poi
Origin 

tment Code that determines your applicable point-to-point mileage 
ement policy (use of Vicinity miles and the recording of start/stop 

The default value is your assigned (SEIS) Allotment Code t

Field Value 

nt-
to-point mileage reimbursement 

Allotment 
Section 

The Allo
reimburs
imes).  
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• rsonal Pick Lists (optional) 
 

Personal Pick Lists permits you to create a subset of larger lists to meet your particular 
needs.  (Note: when you build Pick Lists, the master lists still remain available for your use) 
You may create Pick Lists for: 
 Providers (companies that provided the services or goods) 
 Line Purposes (what was the cause/reason for the expense item) 

 
 
 

a ally ad

 
 
 

Create Pe

Note: A Persona
i  the

l Pick List of (STARS) Financial Codes also exists.  When a Financial Code
 first time during the preparation of an Expense Report, the Code is
ded to your Pick List.   

s used for
utomatic
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• Create Personal Split Formulas (optional) 

 
pense Reports. 

rsement (however, an 
entire Expense Report that includes mileage reimbursement can be split). 

 
 

Building a split formula: 
1. [Add] a new Formula Name 
2. [Update] the new name 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

3. [Add] a Percentage and build the associate
4. [Update] the Formula Detail for each entry 
5. [Add] additional Percentage(s) and build Financial Code(s) 
6. [Update] the Formula Detail for each additional entry 

 
 
 
 

 
If you regularly split expense items (e.g., all expenses for visits to a field office) among two 
or more Financial Codes (e.g., Cost Centers), you may choose to pre-define a formula to
simplify preparation of future Ex
 
Note: You cannot split the Financial Codes used for mileage reimbu

d Financial Code 
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• Other Profile Functions 

 
• Approval Hierarchy – View your Approval Chain 

mation – Not used 
Charge Card Information – Not used 

• Banking infor
• 

 
 
 
 
 

• Not functional
ill NOT save a financial 

• Tools Menu 

 
Check PD Rates –  

ncial Code Builder (w• Financial Code – View the Fina
code combination to your personal pick list) 

• Calendar – View the perpetual calendar 
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CREATING EXPENSE REPORTS 
 
Open an Expense Report from the NavigatER Main window: 
 

• Click on the Expense Report icon  to create a new report or 
 

• Click on the Activity Summary icon  to retrieve an existing report (one that has been 
saved but is unsubmitted or one that has been rejected by an Approver – see page 55) 

 

The Expense Report contains three primary windows, accessed by clicking on tabs: 
 ER Summary Summary information for the Report 
 ER Details
 Trip In  tered FOR OVERNIGHT TRAVEL ONLY 

& Incidentals expenses are claimed 

R Summary Window 

 Where expenses are recorded 
fo Where trip information is en

when Per Diem Lodging or Meals 
 
E
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

1 
2,3 

4

 

 
 
 
 

equired Input Fields: 
1. Purpose – Enter the purpose of the Expense Report – each Agency may establish policies 

on what information should be included here 
2. From Date – First day of the Expense Report   
3. To Date – Last day of the Expense Report  
 

Note: Both date fields will initially display the current date, and will automatically change to the 
earliest and latest dates used in the ER Details window.  If your Agency policy is to submit 
Reports for defined periods (e.g., the 1st through the 15th of the month), enter the desired 
dates as the last

R

 step before submitting the Expense Report. 
 

Optional Input Fields: 
 

4. TA Number – Enter the Travel Authorization number, if applicable  
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ER Summary Display Fields 

 
 
 
 

 

 
eld Purpose Fi

Expense Report # System-generated sequential number 
A. Agency User’s STARS Administering Agency 
Po ion Number sitio U  Positn ser’s Department of Personnel

parDe Utment ser’s STARS Department number 
The date the Expense Report was begun Date 

 
 
 
 

Financial Summary tab: 
 
 
 
 

 
 
 

 
 

Field Purpose 
Outstanding Cash 
Advance Amount of Temporary Travel Advance outstanding 

 
Opens the “Outstanding Cash Advances” window (see page 57 for 
Temporary Travel Advances) 

[Tax Details] Not Used 
Meals & Inc. Total of Per Diem Meals & Incidentals expense claimed 
Lodging Total of Per Diem Lodging expense (room rate portion only) claimed 
Gross Claim Total of all amounts on ER Details window 
Personal Total of amounts determined to be the employee’s responsibility 
Net Claim Gross Claim expense minus Personal expense 

ate Paid 1 and 2 Expenses that have been recorded but were paid by the State and, 
therefore, are not reimburSt sable 

Cash Advance Amount of Temporary Trave
Ded’n Expense Report 

l Advance to be deducted from this 

Reimbursement Amount to be paid to employee 
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PD Guideline Summary tab: 

 
This window provides penses:  information on Per Diem – related ex
Field urpose 

 
 
 
 
 
 
 
 
 

P
Date Date of expense 
Category Type of expense 

When requesting reimbursement for 
te in excess of State 
cessary to: 
PD Guideline 
 t
he

g

Re  
n
so
at
s 
 

Items The ro

Summar
• 

ab 
 line showing the 
ing expense 

on] 
• Sele ason” from

the s window 
• n is “Other”, enter 

an e ion in the 
field 

 

• C
 
 
 

 
 
 

 
 

w number on the ER Details window 
Amount Amount of expense 
Allowable Allowable reimbursement amount according to State Policy 
Offsets Not used 
[Reason] Opens the Reasons window to explain an excessive Lodging expense 

 

 

Reasons Window 

a Lodging ra
policy, it is ne
• Click the 

y
Highlight t
excess Lod

• Click [Reas
ct a “

Reaso
If the Rea

xplan
Comment

lick [OK]
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Operation Buttons 

[Close] Closes the Expense Report without submitting.  If 
ved, it can be reopened at a later 

[Help]

aking required entries in the ER

Expense Report include
 by clicking on i

xpense Report does NOT inclu
dow and open the ER Det

 
Button Function 

[Print] Displays the Expense Report in a choice of four printable formats (see 
page 54) 

[View Receipts] Not Used 
[Save] Saves the Expense Report to protect against loss of data 
[Submit] Submits the Expense Report to the first Approver in the Approval Chain 

the Report has been 
sa date to add or change entries 

 Opens the Help window 
 
 
 
 
 
 
 
 
 
After m  Summary window… 
 

• If the s reimbursement for overnight travel, open the Trip Info 
window ts tab – see page 32 

 

• If the E de reimbursement for overnight travel, ignore the Trip 
Info win ails window – see page 33 
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Trip Info Window 

se the Trip Info window ONLY to define overnight
 

U  trips for the purpose of Per Diem Meals & 
cidentals and Lodging expense reimbursement.  All open and closed trips remain in this 
indow for reference and to prevent duplicate reimbursement. 

o define a trip, click the [New Trip] button… 

• 
• e may not overlap other trips*) 

* Note: If you were in continuous travel status where a trip began on the same 

• .  It is strongly recommended 

In
w
 
T
 

Required Input Fields: 
Start Date – Enter the first day of the trip (date may not overlap other trips*) 
End Date – Enter the last day of the trip (dat

day that a previous trip ended, see “Back to Back Trips” on page 52 
Purpose – Enter a phrase that will be used as the Trip Name
that you begin the “Purpose” with starting date of the trip to distinguish it from other trips 
(e.g., 4//5/04 Training in Nashville).  

• Persons Visited – Refer to your Agency’s guidelines on the use of this field  
 

Other Fields: 
• 12 Hour Rule – This should indicate More than 12 for all trips.   
• Trip Type – Click on the destination type (if more than one type applies, choose the one 

that applies for the majority of the trip): 
 In State – within Tennessee 
 Domestic – within the United States but outside of Tennessee 
 International – outside the United States 

 

Save the trip by clicking the [Save] button.  Once saved, a trip may not be modified.  To make 
changes, delete the trip by clicking the [Delete] button and enter a new trip.   
  Note: A trip can be deleted only if no expenses are associated with it.  If you have unsubmitted 

expenses associated with the trip on the ER Details window, delete them and [Save] the 
Expense Report before attempting to delete the trip. 

 
When you have satisfactorily defined the trip, open the ER Details window by clicking on its tab. 
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ER Details Window 

 

 

he ER Details window is where you document expenses.  This window focuses on the 
 leads to additional windows.  It is extremely 

tely complete each required field to ensure proper reimbursement.   

 
Expense Row Fie

 
 

 
 
 
 
 

pre
Ra .  See Navigational Hints (page 16) 

Code Expense (city) Expense 

 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
T
Category of the expense, which sometimes
important that you accura
 
 
Expenses are documented by entering information in rows… 

ld Definitions: 
 Date of 

Expense 
Category of 

Expense 
Financial Location of Amount of 

 
 
 

ER Item Provider Purpose of Your Description Units of 
Expense or Explanation Expense Type 

Expense Row Input Fields 
 

1. Date – Enter the date of the expense (for the first expense row, this defaults to the From 
Date on the ER Summary window.  For subsequent rows, it defaults to the date on the 

ceding row.  For the Per Diem Categories ‘Meals & Incidentals’ and ‘Lodging - Room 
te’, it will default to the first day of the associated trip)

for instructions on date entry. 
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Expense 
Category of 

Expense 
Financial 

Code 
Location of 

Expense (city) 
Amount of 
Expense 

ER Item 
Type 

Provider Pur

 Date of 

pose of 
Expense 

Your Description 
or Explanation 

Units of 
Expense 

 
 
2. 

 

. e button 

 
 
 
 

 
 
 
 
 

 
 
 
 
 
 
 

 
 

ode to select it.   

to change it, if appropriate. 

 

. e button 

 
 
 
 

 
 
 
 
 

 
 
 
 
 
 
 

 
 

ode to select it.   

to change it, if appropriate. 

Category – Carefully select a Category of expense form the drop-down list that appears 
when you click on this field.  This determines which STARS Object Code is charged.

FC – Enter a Financial Code to which this expense is to be charged.  Clicking on th
within the Financial Code field will call the Pick List window: 

Category – Carefully select a Category of expense form the drop-down list that appears 
when you click on this field.  This determines which STARS Object Code is charged.

FC – Enter a Financial Code to which this expense is to be charged.  Clicking on th
within the Financial Code field will call the Pick List window: 

  
  
33

 
 
 

 
 
 

  

  

Double-click on a Financial C
 
Double-click on a Financial C
 
If the desired code is not in the Pick List,  
open the Financial Code Builder by clicking on the [Fin. Code] button (See the Navigational 
Hints beginning on page 18 for instructions on how to use the Financial Code Builder). 
 

Note: When you add a new row, NavigatER inserts the Financial Code from the previous 
row into this field.  Remember 

If the desired code is not in the Pick List,  
open the Financial Code Builder by clicking on the [Fin. Code] button (See the Navigational 
Hints beginning on page 18 for instructions on how to use the Financial Code Builder). 
 

Note: When you add a new row, NavigatER inserts the Financial Code from the previous 
row into this field.  Remember 
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 Date of 
Expense 

Category of 
Expense 

Financial 
Code 

Location of 
Expense (city) 

Amount of 
Expense 

ER Item 
Type 

Provider Purpose of 
Expense 

Your Description 
or Explanation 

Units of 
Expense 

 
 

Double-cli  on  
The desired row to  
populate th  Entry Box 
and click the OK button 

ck

e

isplay.  
To find your desired location, you may need to re-sort the list by clicking on the appropriate 
column heading.  Double-click on the correct Location and click the [OK] button.   

4.  Location – Enter the location (city) where the expense took place.  By typing all or part of a 
Location name and pressing <Enter>, a list of all Locations matching your entry will d

 
Note: When you add a new row, NavigatER inserts the Location from the previous row into 
this field.  Remember to change it, if appropriate 

 
 
5. Amount – Enter the amount of the expense in dollars and cents.   

Note: If the Category is “Mileage Reimbursement” or “Meals & Incidentals (Per Diem)”, 
NavigatER will automatically insert an amount based on information you enter in ther the 
Point-to-Point window or the M&IE Details window, respectively. 
 
 

6. ER Item Type – 

LY if 

ei

NavigatER 
oftware includes s

five possible 
values for this 
field.  The default 

Expense”, meaning the item is an expense to the State.  Change this field ONvalue is “
the expense is personal in nature (not an expense of the State), by selecting “Personal” 
from the drop-down box. 
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• Select a provider from th
or 

• Type the name of the Provider 
 
 
 
 
 
8. Line Purpose  - Select a reason for incurring the expense (e.g., normal work assignment, 

conference, etc.) by one of two methods: 
• Select a Purpose from your 

Personal Pick List,  
or 

• Select a Purpose from the 
complete Pick List 

 
 
 

 in all cases while others 

 
 
 

10. tain Categories permit entry in multiple units (e.g., number of nights of Lodging, 
Car Rental) in order to simplify data entry.  The Units field will only appear 

hese Categories is used.  Enter the number of units to which the amount of the 
s (the total miles of Mileage Reimbursement is entered automatically). 

 
 

 Date of 
Expense 

Category of 
Expense 

Financial 
Code 

Location of 
Expense (city) 

Amount of 
Expense 

ER Item 
Type 

Provider Purpose of 
Expense 

Your Description 
or Explanation 

Units of 
Expense 

 
 
7. Provider (use is optional, subject to Agency policy) – Providers (who you paid) may be 

recorded using one of three methods: 
• Select a provider from your Personal Pick List, 

e complete Pick List,  

 
9. Description – Some Categories require that you enter a description

only require a description under certain conditions.  If a description is required, the field 
name will be blue in color and an asterisk will appear adjacent to it.  Agency policy may 
determine that a description is appropriate even when not required by NavigatER. 

 
 Units – Cer
number of days of 
when one of t
expense applie
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11. Method of Payment –  
This field is located near the bottom of the ER Details window.   
 
Fields in the lower area 
link to whatever 
expense row is 
currently highlighted. 
  
All expenses paid by 
you are “Out of 
Pocket”.   
 
If you are merely 
recording an expense 

to b
cha
“State Billed” 

 

that is billed directly to 
the State (you are not 

e reimbursed), 
nge this field to 
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Operation Buttons 
  

 
 
 
 
 
 
 
 
 
Many operation buttons will display only when appropriate for the expense being recorded.  The 
follo e purpose of each button. 
 
 

wing describes th

tton Functio
Use

ttendees] Ope
from

Bu n 
[Folio] Not d 

[A ns the Attendees window to record the names of individuals benefiting 
 specific expenditures (applies to certain Categories only) 

[Split] 

Opens the Split window to charge the expense item to more than one 
Financial Code.   
Note: The split function cannot be used with the Categories Per Diem 
Meals & Incidentals and Mileage Reimbursement. 

[M&IE Details] Opens the Meals & Incidentals window to record information related to Per 
Diem Meals & Incidentals reimbursement 

[Non-Trip] 
Removes the association of a trip from the highlighted expense row.  See 
the Per Diem Reimbursement section (page 44) for instructions on 
associating trips to an expense 

[PTP…] Opens the Point to Point window when the Category is Mileage 
Reimbursement (see page 40). 

 
 

 
Button Function 

[Print] Opens the Print Choices window, permitting you to view and print your 
Expense Report in one of four formats (see page 54) 

[Add Row] Adds a new row to document another expense 
[Delete] Deletes the highlighted row 

[Split Report] Opens the Split Report window to enable you to split all expenses in your 
Expense Report by a single split formula  

[Unsplit Report] Undo the split performed in the Split Report window 
[Save] Saves your work 
[Submit] Submits the Expense Report to the first Approver in your Approval Chain 
[Close] Closes the Expense Report without submitting 
[Help] Opens the Help window 
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Display Fields 
 
These fields display information regarding the expense row that is currently highlighted (active) 

n the ER Detail screen.  Five of the ten fields are not used by the State.   o
 
 
 
 

 
Currency    to be US Dollars (USD) 
 
Method of 
P
 
Receipt Required
 
G  rged 

nse Report 
am changes appropriate Object Codes to 

out-of-state if the Location of the expense is outside Tennessee. 
 

Guideline  An amount deemed reasonable for the expense, determined either by 
State Travel Policy or by the TRIPS Development Team.  Amounts 
exceeding the guideline will “flag” for Approver review and will require that 

r an explanation in the Description field.   
om 
y 

 
Special Display A
 

Field Information 
S

 
 

 
 
 
 Displays if a

receipt is required 
 
 
 
 
 

 

----- Disregard – Not applicable ----- Currency

for the highlighted
item

Method 
of 

Payment 

Maximum amount
normally allowed for

the expense

All amounts are
 
See page 37 for explanation 

ayment 
 

 The expense must be documented by a receipt if so stated here. 
 
The first 3 characters represent the STARS Object Code to be cha
for the expense 

L Code 

Note: Only in-state Object Codes will display.  When the Expe
is batched to STARS, a progr

expense 

GL Code: First 3 characters = 
STARS Object Code 

 

you ente
Note: The amount displayed in this field for the Category “Lodging-Ro
Rate” will be the lesser of the claimed amount or the amount allowed b
State travel policy for the stated Location. 
 

rea 
 

Placing your cursor over a field will disp
ection its full contents in this section 

lay 

Revised March 18, 2005  Page 39 of 80 



 

State of Tennessee – Department of Finance & Administration 
Travel Reimbursement Information Processing System (TRIPS) 

Submitter/Approver Quick Reference Guide 
 

 

Mileage Reimbursement 

Point To Point Window displays: 

 
*Note: Clicking on the t window at any time 

dow to record the “segments” of your travel.   
mileage segment

oc and may include Vicinity miles,  

• Begins and ends at the same Location and consists solely of Vicinity miles 
 
Unless otherwise specified by Agency policy, it is appropriate to record all mileage for an entire 
Expense Report period in a single Point-To-Point window 

 
When you select the Category “Mileage Reimbursement”, the [PTP] (Point-To-Point) button 
appears*… 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 ... and the 

 [PTP] button will display the Point-To-Poin
 
Use the Point-to-Point win

 : A
• Begins at one L

or 
ation and ends at a different Location, 
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1. Create a mileage segme

 

Profile 
 

nt – Click the [Add] button 
 
 
 
 
 
 
 
Your Official Station will 
appear as the Origin if it has 
been designated in your 
Personal Profile 
 
 
Your Default Financial Code 
will appear if you have 
entered it in your Personal 

 
 
 
Enter: 
• ‘From Destination’ (origin 

location) 
• Departure Date 
• Departure Time in 24-hour 

(military) time (if required) 
• ‘To Destination’ (destination 

location) 
• Arrival Date 
• Arrival Time in 24-hour 

(military) time (if required) 
• Vicinity Miles (if any) 
• Financial Code 
 Description (if appropriate or specified by Agency policy) 

  …and click the [Update] button 

ject Code dos not appear on this window.  Mileage segments with 
des

•
 
  
 
 
Note:  The STARS Ob

tinations (‘To Destination’) in Tennessee will be charged to Object Code 030.  Mileage 
segments with destinations outside Tennessee will be charged to Object Code 03A. 
 
 
Continued…
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ong with 
The segment information will 
display in the list area, al
the system-computed 
mileage from the origin to the 
destination  
 
 
NavigatER will apply the 
authorized mileage rate to 
compute your mileage 
reimbursement.   
 
 
 
 
2. Create additional mileage segments (as needed) –

previous steps 
 

Note that… 
• The default Origin is the 

previous segment’s 
Destination 
The default Departure Date 

t’s 
l Date 

inancial Code 
’s 

 

mber to change the 
 Code if this 

o click [Update] after completing the segment 

 
g mileage segments, click the [OK] button. 

 

 Click the [Add] button and repeat the 

• 
is the previous segmen
Arriva

• The default F
is the previous segment
Financial Code 

WARNING:   
• Reme

Financial
segment requires a 
different Code than the 
previous segment 

• Remember t
 
 

When you have finished enterin
 

 
Continued… 
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You will return to the
Details window where the tota
amount and total miles 
display.  

 
 

 ER 
l 

will 

Note: the Date field remains as it was before you 
window, while the Financial 

 the PTP window for details. 

 The Location field should display 
the destination on your first 
segment. 

 

completed the PTP 
Code field refers you to

 
 

pecial Point-To-Point Issues 

 Always [Update] a segment after data entry (including changes) or your work will be lost. 

k– The Point-To-Point window does not

 
S
 

•
 

• Save your wor

com each segment and compare i
(inc  an average speed.  If that 
Guideline (which is specified in the window), that segment will be flagged. 

 include a “Save” button.  You should 
regularly return to the ER Details window (by clicking [OK] in the PTP window) in order to 

ork.  You may then return to the Point-To-Point window by clicking the [PTP] 
but

 
• Tim st enter time in 4-digit, 24-hour (military) format (e.g., 3:15 pm = 15:15).  

Enter the time without the colon (e.g., for 8:00 am, enter “0800”). 
 

 

• Fla Agency requires that you record Departure and Arrival times, TRIPS will 
t to the total miles claimed 

speed exceeds a defined MPH 
 This is a warning 

only and is intended to 
help avoid data-entry 
errors.  If there is no 
error, explain the 
circumstances in the 
“Description” field. 

xceed your 

 
lags appearing in the Point-To-Point window will also display in the associated ER Details 
w: 

 
 
 

A flag will also appear adjacent to this row if you claim mileage reimbursement and your 
Personal Profile indicates that you have been assigned a State vehicle (Org Vehicle) for 
travel use. 

save your w
ton. 

e – You mu

gs - If your 
pute the elapsed time for 
luding Vicinity) to compute

 
 

 
A similar flag will display under the VME column if the segment’s Vicinity miles e
Agency’s Guideline. 

F
ro
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• ents using localTime Zones – If you enter segm
zone, you may experience one o
(1) If your travel time was less tha

time w

 time and travel westbound across a time 
f two problems:  

n an hour, TRIPS will reject the entry because your arrival 
ill precede your departure time;  

(2) If travel time exceeds an hour, TRIPS may flag the mileage segment for excessive 
nc

lish a
t you tation. 

 
 Mileage Deviations – TRIPS uses an external source to compute mileages between points.  

This source computes the mileage based on the fastest route, not necessarily the shortest 
s incorrect, contact your Agency Administrator with your 
tewide Administrator will be asked to research and possibly 

speed.  If this happens, merely explain the circums
If this is an ongoing problem, your Agency may estab
times based on a single time zone, such as the time a

ta es in the Description field. 
 policy requiring that you enter all 
r Official S

•

route.  If you feel a mileage i
concern.  If s/he agrees, the Sta
change the mileage.  In the meantime, you may be instructed to adjust your mileage by 
adding or subtracting Vicinity miles (subtract miles by entering a negative number, e.g., “-5”). 

 
• 

e where the distance traveled is less than if departure had been from your Official 
Station).  If the mileage computed by TRIPS differs from the mileage authorized under State 

xample: Your Official Station is Nashville and you live 10 miles southeast of downtown 

negative

Actual Mileage Different than Pont-To-Point Mileage – State Policy defines 
circumstances where reimbursable mileage may differ from “official” mileage (e.g., departing 
from hom

policy, use Vicinity miles (plus or minus) to adjust the segment, and explain the reason in 
the “Description“ field. 

 

E
Nashville and 25 miles northwest of Murfreesboro.  You leave from home to travel to 
Manchester. 
 

 Alternative 1: Enter Nashville as the Origin and Manchester as the Destination.  Enter 
vel. 
in and Destination, and 
 the distance from your 

sboro as the Origin and 

 10 Vicinity miles to subtract the distance you did not tra
 

 Alternative 2:  Create a segment using Murfreesboro as the Orig
enter 25 Vicinity miles.  Enter a description explaining that this is
home to Murfreesboro.  Create a second segment with Murfree
Manchester as the Destination. 

 
• Splitting Financial Codes – There is no provision for charging a mileage segment to more 

than one financial code (splitting).  If a mileage segment must be charged to more than one 

ch. 
 
• 

etails row for Mileage Reimbursement.  However, if you reopen the PTP window, your 
ntry will be overwritten by the default (the first PTP destination). 

code, it will be necessary to subdivide the segment into multiple segments and apply 
separate codes to ea

Changing the Location on the ER Details window – You can change the Location on the 
ER D
e
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Per
 
Wh
associa
 
 
 
 

 
 
 
 
 
 
 

 
 
 
 
 
To  the Trip Info tab… 
 
 
 
 
 

 
 
 
 

and click on the 
app
cha
to “
pag

xplanation of how 
to d
 
Not tus says “Working”, the 
trip will not associate with the expense on the ER Details window until you actually click on it. 
 

 Diem Reimbursement 

en you select the Category “Meals & Incidentals (Per Diem)”, you will be required to 
te a trip from the Trip Info window. 

 

 

associate a trip, click on

 

…
ropriate trip to 
nge its Status 
Working”(see 
e 32 for an 

e
efine a trip) 

e: Ensure that you click on the “Working” trip.  Even though the sta
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Return to the ER Details window by clicking on its tab. 

he Trip is now associated with the ER Details row 

nd the Meals & 
cidentals Details 
indow displays: 

 
 
 
 
 
 
 
 
T
 
 
 
 
 
a
In
w
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Continued…
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The Meals & Incidentals Window will display a row for each day of your trip: 
 

y (as 
in the Sub Item 

e 

 

 For each da
highlighted 
Details box), enter the 
 Location 

 NavigatER allows you to apply a single Location and Financial Code for all days, via a 
prompt 

 You may enter a Description for each day, if appropriate 

lick the [OK] button - the Per Diem Meals & Incidentals allowance for each day will display.   

ou will then return to the ER Details window where NavigatER has 
 Changed the row date to the first day of your trip 

 
The Financial Code field displays “See Details” (i.e., see the Meals & Incidentals Details 
window) since there can be different codes for each day of the trip. 

 
 
 
 
 
 
 
•

and 
 Financial Cod

 
 
 
•

 

•
 
C
 
Y

 Applied the Location from the first day of your trip 
 Applied the total amount to be reimbursed 
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Special Meals & Incidentals Issues 
 
• Multiple Financial Codes

 
 
 
 
 
 
 
 
 

 

 

 
 
and click the [Split…] 

 
 
 The Split Window will open, enabling you to divide the expense by percentages or fixed 

e original Financial Code.   

as required, the 
Financial Code field.   

b. Click [Update]. 
c. Click [Add] to display a 

new row with the 
remaining balance. 

d. Repeat a. through c. 

 
 
 
 
 
 
 

 - If more than one Financial Code applies to a single day,  

 
highlight the day  
 
 
 

 

button.   

•
amounts. 

 
The window will open with the 100% of the expense charged to th
 
a. Change either the 

Percentage field or the 
Split Amount field and, 

until the Unreconciled 
Total is zero. 
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• State-Sponsored Conference Meals

 

 – If you are not entitled to full meal reimbursement 
under State Travel Policy, click on (highlight) the day involved…  

and click the 

 
The Reduce 

 

“Check” the box next to each meal for which you 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
…
[Reduce…] 
button.   

Per Diem 
window will open.

are not entitled to reimbursement.  NavigatER will 
reduce your Meals & Incidentals reimbursement by 
the amount specified by State Travel Policy.   
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Lod
 

To  Categories (rows): 
1. odging - Room Rate (basic room charge only) 
2. odging - Taxes and Surcharges (e.g., sales tax, bed tax, energy fee) 
 
Multiple nights’ stays: 

 If you spend more than one night in one location, you may claim the total Room Rate 
expense for all nights on one row and specify the number of nights using the Units field.  
Likewise, claim the total for Taxes and Surcharges on a single row and specify the 
number of nights. 
 If your lodging is in two or more cities, create separate rows for each. 

 
• ssociate the Lodging – Room Rate expense with a trip: 
 

 
 
 
 
As in the 
case of 
Meals & 
Incidentals, 
you must 
associate 
the Lodging 

e 

 

 
 

With the row for Lodging - Room Rate expense highlighted, click on the Trip Info tab, click 
on the appropriate trip, and return to the ER Details window. 
 

Note:  TRIPS will change the expense date to the first day of your trip.  You may wish to 
change that date to document the expense more accurately. 
 
NavigatER will edit your claimed Lodging Rate against the nightly rate authorized for 
“General” travelers under State Travel Policy (GSA rates for non-Tennessee CONUS 
locations).  If the rate you are claiming exceeds the authorized rate, you will be required to 
do two things: 

1. Enter an explanation in the Description field 
2. Select a “Reason” from the ER Summary window PD Guideline Summary tab  
To enter a “Reason” for exceeding the Lodging Room Rate guideline… 

ging Reimbursement 
quest reimbursement for lodging expense, split the cost into twore

L
L

A

Room Rat
expense 
with a trip… 
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Click on the ER Summary window tab, and then click on the PD Guideline Summary tab 

 
 
 

 
 

 

 
 
 
 
Highlight the 
row for 
“Lodging.”   
An error 
message will   
display.   
Click the 

 
 
The Reasons window will display… 
 
Select a “Reason” for exceeding 
the allowed rate. 
 
 
 
 
 

 
If th
exp
 
 
 
 
 
• Click [O  
• Click o
• Click o nal 

expenses 
 

[Reason] 
button 
 
 

 

 

e Reason is “Other”, enter an 
lanation in the Comments field 

  

K]
n the Financial Summary tab of the ER Summary window to redisplay amounts 
n the ER Details tab to return to that window if you need to record additio
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Sp
 
This condition occurs when an employee combines two authorized trips away from his/her 
Official Station, or when an employee returns to her/his Official Station for a stay of less than 
one day before embarking on another trip.  Under both conditions, an employee is considered to 
be in continuous travel status for purposes of Per Diem M&I reimbursement. 
 
The NavigatER Trip Info window does not permit the creation of a trip detail record that begins 
on the same date that a prior trip ended.  Therefore, the recommended procedure is to 
consolidate the two trips into a single trip detail record in the Trip Info window, where the Start 
Date is the first day of the first trip and the End Date is the last day of the second
 
If this procedure is not acceptable because of procedural or reporting issues, the 
alternate procedure must be followed in order to fully reimburse the employee for d 
Incidentals: 
1. Create the first trip detail record in the Trip Info window 
2. In the ER Details window, add an expense item for “Meals & Incidentals – Pe

associated with the first trip.  TRIPS will automatically compute a reimbursement amount 
that includes only 75% of the last day’s rate 

3. Add another expense item using 
 he Date that the first trip ended

ecial Circumstances: Back to Back Trips 

 trip. 

following 
 Meals an

r Diem” 

T  
 The Category “Meals (Actuals – Daily)” 

f the last day of the trip 
 A reimbursement Amount equal to the amount “shorted” in step 2, above (this will be 

&I rate for the location of the expense)  
tion stating that the expense was due to a shortfall in M&I reimbursement 

. Create the second trip detail record in the Trip Info window 

. In the ER Details window, add an expense item for “Meals & Incidentals – Per Diem” 
associated with the second trip.  TRIPS will automatically compute a reimbursement amount 
that includes only 75% of the first day’s rate. 

. Add another expense item using 
 The Date that the second trip began

 The same Location as that o

equal to 25% of the daily M
 A Descrip

4
5

6
 

als – Daily)” 
of the first day of the trip 
qual to the amount “shorted” in step 5, above (this will be 

equal to 25% of the daily M&I rate for the location of the expense)  
 A Description stating that the expense was due to a shortfall in M&I reimbursement 

ote: Use of the category “Meals (Actuals – Daily)” will call for receipts to be included with the 
xpense Report.  Since no receipts are required for M&I reimbursement, no documentation will 

be required if the Descriptions of the expenses created in numbers 3 and 6, above, are 
suff

 The Category “Meals (Actu
 The same Location as that 
 A reimbursement Amount e

 

N
E

iciently explanatory. 
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Submitting Expense Reports for Payment 
 
When you have completed entry of 
expense items on the ER Details 
window, return to the ER 
Summary window 
 
 
 
 
 
 
 
 
 
 
 
 

•  
sired dates. 

dvance amount showing in the Outstanding Cash 
on to reduce your reimbursement by the amount of 

mporary Travel Advances on page 57) 
 

• 
sho

 

• e 

You may find that the From date and/or To date have changed (this is caused by dates on
the ER Details window).  If so, re-enter the de

 

• If you have a Temporary Travel A
Adv  field, click on the adjacent icance
the Advance.  (For more information, see Te

Review the displayed amounts for accuracy.  The amount in the Reimbursement field 
uld be the amount to be paid. 

Print your Expense Report, if desired (you may, at any time, reopen and print any Expens
Report, regardless of its status – see page 54). 

 

• When you are satisfied that the Expense Report is complete and accurate, click the 
[Submit] button.  Note: Once you submit an Expense Report, you cannot modify it unless 
an Approver rejects it. 

 

The Approval Hierarchy window will open.   

 If you have been assigned a Default Approval Chain, it will display in the window.  You 
cannot modify this Chain.  Do NOT add another Chain. 
 If you have NOT been assigned a Default Approval Chain, click the [Add Chain] button 

and select the appropriate Chain from the list (displayed in Allotment Code order).  
Select one Chain only. 

 

When you are satisfied with the Approval Chain, click the [OK] button.  Your Expense 
Report will proceed to the first Approver in the Approval Chain.   
 

• Send receipts and other documents to your Fiscal Office according to Agency procedures. 
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Printing Expense Reports 
 
An Expense Report can be printed a
Submitters and Approvers can prin
 
• Click on the [Pri

t any time before or after submission and approval.  Both 
t. 

nt] button near the bottom of the ER Summary and ER Details windows. 

The Print Choices window opens: 

Four print formats are available  
(the Custom Report choice is not 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 

 
 
 
 

functional): 

 
 

Report Type Report Format and Contents 
Expense  An overall summary (report totals), including most of the information on 

the ER Summary window; plus detailed information for each ER Details 
row.   
Note:  M&IE details and PTP details will NOT display – just the tota
each Category. 

ls for 

Summary An overall summary (report totals), including most of the information on 
the ER Summary window 

Summary An overall summary (report t
Detail 

otals), including most of the information on 
the ER Summary window; plus a summary of each ER Details row 
(Category and amount) 

Category by 
Week 

An overall summary (report totals), including most of the information on 
the ER Summary window; plus the daily total for each Category 
(displayed in a calendar format.   
Note:  the dates displayed come from the ER Details rows.  Therefore, all 
M&I Per Diem, Lodging, and Mileage Reimbursement will each generally 
display on a single date. 

 
• Sel

 rity alert message.  If so, proceed past the warning by clicking 

ort 
 

ect a format and click [Print] 
You may receive a secu
on [Yes] or [OK]. 
 A new browser window will open with the “printed” Expense Report displayed 

 Click on File – Print or the printer icon to print the rep
 Close the window when you are through  
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STATUS REPORTING AND MONITORING 

-Mail 

 

Recipient Notification 
Approver Expense Report(s) are awaiting your approval 

 
TRIPS provides the User with up-to-date status information using E-Mail and an Event Log 
 
E
 

TRIPS automatically transmits e-mail notifications under the following conditions: 

Submitter Expense Report has been rejected 
Submitter Expense Report has received final approval 

been reduced in amount by an Approver 
Submitter Expense Report has been paid 

 

Each User has an E-mail address that is maintained by the Agency Administrator.  This 
address is normally your work address but may be any address (e.g., home AOL account). 

Submitter Expense Report has 

 
 

Ev
Open the TRIPS NavigatER Activity Summary window from the Main menu… 

 
 
 
 
 

 
… and locate an Expense Report by using Search Criteria* and Date Range* 

 
* Notes:  

 The S  
curren

 

 The D pense Report is the date it achieved its current 
Status.  The Activity Summary window will display Expense Reports with Status 

yed Date Range.  The default Date Range is set on your 
e.  

iew Expense Reports outside this Date Range by changing the 

 
 

 
ent Log 

 

 

earch Criteria identifies allows you to search for Expense Reports by their
t Status (e.g., Submitted, Rejected, Paid) 
ate displayed for each Ex

       

dates within the displa
Personal Profile and normally includes the 90 days preceding the current dat
You can v
displayed From and To dates and clicking on [Search]. 
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e 

   
 

(highlight) the 
xpense 

Rep
 
 
 

 
and 
 
 
 
 
 
clic
button.  
 

The
 

• The Approvers who have yet to act 
on the Expense Report 

 

• The Expense Report’s event 
history, with its current status 
displaying last. 
Events include: 

∗ Approved (each Approver) 
∗ Final Approved (sent to STARS) 
∗ Paid (Warrant issued) 
∗ Rejected (if rejected) 
∗ Recovery (if amount reduced) 

 

• Any comments associated 
with a particular (highlighted) 
event 

 a “Rejected” event, th

rea
∗ 

“Pa
info
dat
dat
pay
transfer date) 

 

Click on 
esired Ed

ort 

k the [Event Log] 

  
  

 
 

 Event Log will display with: 

∗ Submitted 

∗ For
comments are the Approver’s 

son for rejecting 
Comments associated with the 

id” event will include payment 
rmation (Warrant number, 
e, and amount.  Note that the 
e for an ACH/Direct Deposit 
ment should be the funds 
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TEMPORARY TRAVEL ADVANCES 
 

m orary Travel Advances may NOTTe p  be requested through TRIPS.  To request a Temporary 
 form FA-0633 Request for Out-of-State Travel Authority and Out-
rm FA-0088 Authorization for Payroll Deduction.  After the advance is 

n of Accounts will record it in TRIPS. 

y (Repayment) of Temporary Travel Advances 

 policy requires that you deduct a Temporary Travel Advance from an Expense Report 
mediately following the completion of your travel.   

have finished all steps for submitting your Expense Report but before

Travel Advance, submit
Service Training and fo
issued, the Divisio
 
 
Recover
 
State
im
 
When you  clicking on 

ubmit], click the button adjacent to the Outstanding Cash Advance field. 

ll advances that you have 

 
 
Click on (highlight) the 
advance that you wish to 
deduct from the current 
Expense Report 
 
Enter the amount of your 
Advance, not to exceed 
your total reimbursable 
expenses, in the 
Deduction field and click 
the [Apply] button.  
Note: See “Special 
Circumstances” (next 
section) if your Advance 
exceeds your expenses. 

 
 
Continued

[S

 
 
The O window opens and displays a
docum
 

 

utstanding Cash Advances 
ented in TRIPS. 

155. .00 00 155

…
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The amount is displayed 

d 

balance 
 
 
 

 
 

 
 
Click [OK] to return to the ER Summary window. 

 
 
 
 
 
 
 

The amount displays in 
the Cash Advance 
Ded’n field.   

 
Note:  The total Outstanding Cash Advance amount will not be redu

Expense Report. 
 
 
 
Special Circumstances 
 

• When a Temporary Travel Advance exceeds your travel expenses
 Submit your Expense Report as described above 
 Follow steps 1-3 on the following page 

 

 When travel is cancelled after your Temporary Travel Advance has been recorded as a 
Cash Advance in TRIPS… 

steps 1-3 on the following page 
 

in the Allocations 
window and deducte
from the Outstanding 

 

 
 

 

 
Your Reimbursement 
amount is now net of 
the deduction. 

ced until you submit the 

… 

•

 Follow 
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1. Submit a personal check, payable to the State of Tennessee, for the amount of the 
outstanding balance of your Temporary Travel Advance (amount 
reimbursable expenses) 

 

2. Create an Expense Report as follows 
 ER Summary window Purpose: “Unused Temporary Travel A )” 

 From and To Dates: Use the date on your check for both 
 Expense row one:  Date: The date on your check  

 Category: “Other Travel Expense” 
  FC: Leave blank 
  Location: Your Official Station 
  Amount: $1.00 
  ER Item Type: Change from “Expense” to “Personal

of the Advance less 

dvance repaid on (date

”  
  Line Purpose: “Other” 
  Description: “Repayment of Temporary Travel Advance”  
  

 
 
 
 

 In the ER Summary window, open the Outstanding Cash Advances window and apply 
the total outstanding balance of the advance. 

 
 
 

 
 
 
 

ement 
amount will 

 
amount equal to 
the Outstanding 
Cash Advance 
amount. 

Report to your Approval Chain as normal. 
bmitting an Expense 

ore the warning by clicking [OK]. 
 

g Cash Advance amount will be $0.00 
 
3. 

eport after

  
 

 

The 
Reimburs

display a negative

 
 Submit the Expense 

Note: You will receive a warning message advising that you are su
Report with a negative reimbursement amount.  Ign
 When “final-approved”, your Outstandin

A Fiscal Office Approver will 
 Approve the Expense R  the employee’s check has been deposited and the 

as processed 
 Instruct the Division of Accounts Pre-Audit Section to delete the TC 101 STARS 

transaction that is produced by this Expense Report  

associated STARS TC 071 transaction h
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PROVAL AP

 

 
Approvers receive scheduled waiting 
the ly manner will become “stale” and 

 
 
 
Login 
 
Appro to TRIPS i , ick on 
the Approver Summary icon 

 
 
The  Summary window will display...   

 
Notification 

 E-mail messages to inform them of Expense Reports a
ir action.  Expense Reports not acted upon in a time

require re-routing by the Statewide Administrator. 

vers log in n the same manner as Submitters.  From the Main Window cl

 
 
 
 
 
 

 Approver
 

 
e 

 

Ensure that the Search
Criteria field displays th
choice “Awaiting 
Authorization” * 
 
Expense Reports awaiting 
your action will display 
when the [PD Expense 
Report] button is 
selected.   
 
Hig
Report
view.   

Add ields. 

 have approved can be viewed until they are paid by selecting 

 
The
Approv h Status dates within the displayed 

hlight the Expense 
 that you wish to 

 
itional information for that file appears in the File Name and Trip Name/Purpose f

 
*Note: Expense Reports that you

the Search Criteria “Approved”. 

 Date displayed for each Expense Report is the date it achieved its current Status.  The 
er Summary window will display Expense Reports wit
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Date Range.  The default Date Range is set on your Personal Profile and normally includes the 
ing the current date.  You can view Expense Reports outside this Date Range by 

changing the displayed 
From and To dates and 
clicking on [Search]. 

90 days preced
 
 

  
 

 
 
 
 
 
 

Note: 
A flag adjacent to a file 

is at least one policy 
violation on that Expense 
Report 

 
   

name indicates that there 

 

y… 

 

o view the events and comments associated with the selected Expense Report, click the 
vent Log] button.   

 
 
 
 
 
 

 
Pending Events 
 
 
 
 
 
 
 
 
 

 
Completed Events 
 
 
 
 
 
 
 

 

highlighted file 

 

 

 
 
 
T
[E
 
 
The Event Log will displa

Comments, if any, associated with the 

 

 
[Close] the Event Log and return to the Approver Summary window 
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xpense 

 
 
 

 

To view and act on an E
Report, double-click on 
the file  
 
 
 
 
 
 

or  
 
 
 
 
 

 
 
Click on (highlight) the file and 
then click [Open] 
 
 
 
 
 

as 
e Submitter did, with the 

ddition of some operation 

 
 
 

 
 
 
 

 

 
 
 
 
When you open an Expense 
Report, you see it just 
th
a
buttons 

ER Summary  & 
ER Details 
Operation Buttons 

Function 

[Print] Same as for Submitter (view ats – see page 54)  and print in four form

[Previous] Takes you to the previous Expense Report (if any) awaiting action in 
your Approver Summary list 

[Next] Takes you to the next Expense Report (if any) awaiting action in your 
Approver Summary list 

[Approve] Approves the Expense Repo  
Approval Chain (or to STAR inal Approver) 

rt and sends to the next Approver in the
 if you are the fS

[Reject] Returns the Expense Report to the Submitter 
ER Details (only) 
Operation Button 

 

[Recovery] Reduce the reimbursement amount for an expense item 
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Review Expense Report for Accuracy 

Approvers are responsible for auditing and validating Expense Reports 

 must be complete and include a Travel Authorization Number when 
quired. 

 Financial codes should be checked for appropriateness.  TRIPS audits to ensure that all 
codes are acceptable in STARS but only Agency personnel can determine if a code is 
appropriate for a given expense.  The Approver may alter the financial codes. 
 All items flagged by TRIPS should be closely scrutinized.  

 
• 
 

 Expense Reports
re

 
 

TRIPS Flag Cau
The Amou

se Action 
nt 

field is colored 
red/pink 

The amount claimed exceeds 
the Guideline Policy amount 
for that Category of expense. 
 

This may be: 
∗ A definitive policy 

restriction  
or 

∗ An expense level 
generally deemed to be 
acceptable but one which 
may be exceeded with 
adequate justification 

Investigate the expense, 
referencing policies, the 
Description field, and 
documentation/receipts. 
 

If the amount is excessive: 
∗ Reject the Expense 

Report, returning it to the 
Submitter for correction and 
resubmission  

or 
∗ Reduce the amount by an 

performing an “Expense 
Recovery” (see page 65) 

 

A Flag 
icon is adjacent 
to an expense 
line containing 
the Category 
Mileage 
Reimbursement  

∗ The Submitter is 
assigned a State car 
(mileage reimbursement 
is not applicable unless a 
personal vehicle is used)  

or 
∗ One or more mileage 

segments include Vicinity 
cess of the 

Agency’s guideline  

led 

ency’s 

Open the PTP window and look for 
flags under “MPH” (excessive 
speed) and/or “VME” (excessive 
Vicinity miles).  If the Submitter is 
assigned a State car, the “ORG 
Vehicle” box will be checked. 
 

An Approver cannot alter fields in 
the PTP window, so any needed 
changes will require rejection of 
the Expense Report and correction 

miles in ex

or by the Submitter. 
∗ One or more mileage 

segments were trave
at an average speed in 
excess of the Ag
guideline 

The 
Ex
Recovery ic
adjacent to an 
expen

An Approver has recovered Click on the icon to ope
(reduced) the amount claimed Approver 

in the Amount field. page 65).   

pense 
on is 

se line 

for the expense.  The original 
amount claimed is displayed 

n the 
Expense Recovery 

window to view the amount(s) 
recovered and the reason(s) (see 
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• Fiscal Office Approvers will review supporting documentation (including receipts) for 

• 
wis  sent to STARS for payment.  Expense Reports receiving final approval 

 
 
 

 

You ma ject  file to the 
Submitte s o  omments 
window 

Enter you e file.  
se com ent 

Log. 
 

When the Submitter re-submits again proceed through the original 
Approval Chain, beginning with
 
 
 
Correc epor
 
If you find errors, you may, sub an

 
• M&I Financial Code and any Fina ted 

y the t c
 

• Point-To-Point window: F
 
• ER Details window: Financial Code and Financia

rov
L
Y  reimbursement amount (except for Per 
D tals or Mileage Reimbursement) by 
h priate row and clicking the [Recovery] 

 
 
Continu

completeness, validity, and accuracy. 
 

The final Approver in the Approval Chain shall not approve the Expense Report until s/he 
hes it to be

before 3:00 pm Central Time (4:00 pm Eastern Time) are batched to STARS that evening. 

Rejecting Expense Reports 
y choose to re
r for correction

will display… 

an Expense Report when it is
r other action.  When you click

 

appropriate to return the 
the [Reject] button, the C

 reason(s) for rejecting thr
The ments will appear in the Ev

 
 

 the Expense Report, it will 
 the first Approver. 

ting Expense R

E Details window: 

ts 

ject to Agency policy, alter y of the following fields: 

ncial Code Split that was crea
b  Submitter (you canno

inancial Code 

reate a new Split) 

l Code Split 
P ider 

ine Purpose 
ou may also reduce the
iem Meals & Inciden
ighlighting the appro

button…   

ed…
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In the Recovery Amount
amount by which you wish to reduce

 
 

 
 
 
Clicking the [Recovery] 
button will cause the 
Approver Expense 
Recovery window to 
display… 

 field, enter the 
 this 

nter a 

 
 

 

 
 
 
 
 

reimbursement. 
 
 
 

Reason for your action.   E
This will appear in the Comments field of 

e Event Log th
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A

an 

 subsequent Approver may also click the 
ecovery] button to view information 
garding your “Recovery” and/or make 

dditional “Recovery”.   

 history log displays each “Recovery” 

 ER Details row 
 
 
 
 
 
 
 
 

proval and is batched to STARS for payment, an E-
 transmitted to the Submitter, informing her/him that a reduction was made. 

Approving Expense Reports 
 
SPECIAL NOTE: 

If a Temporary Travel Advance is being deducted on an Expense Report, ensure that the 
Reimbursement Amount is at least $0.00.  The only exception to this is described under 
Temporary Travel Advance “Special Circumstances”, beginning on Page 58. 

 
When you are satisfied that the Expense Report is in order, click the [Approve] button.  The file 
moves immediately to the next Approver in the Approval Chain (If you are the final Approver, an 
Expense Report will next batch to STARS for payment.  Batching takes place at 3:00 PM 
Central time each business day.  Expense reports final-approved after 3:00 PM will batch the 
following business day).  
 
 

 
WARNING:  

The approved Expense Report will disappear from your screen and immediately be 
replaced by the next Expense Report (if any) a aiting your action.  Use care not to 
click the [Approve] button again until you have adequately reviewed this new 
Expense Report. 

[R
re
a
 
 
 
 
 
A
action 
 
 
 
 
On the Expense Report, a “Recovery” icon displays next to the appropriate
 

 

When the Expense Report receives final ap
mail message is
 
 
 

w
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Proxy Approval 
 
If you will be unable to perform your approva
Agency policy) designate a Proxy 

l duties for an extended period, you may (subject to 
Approver to act in your absence.  To do so, open your 

ersonal Profile and… 
 
 
 
 
 
 
 
 
…select an Approver from the 
drop-down list in the Proxy 
Approver field. 
 

 
A Proxy Approver 
• Must be authorized by your Agency to assume your duties 
• Must have at least the same level of approval privileges as you 
• Will receive all Approver-related E-mail messages that would normally be routed
• Will receive all pending Expense Reports (any files awaiting your action will imm

ansfer upon assignment of Proxy) 

hen you are ready to reassume approval duties, return to the Proxy Approver field in your 
ersonal Profile and select the ‘blank’ (no Approver) from the Approver list.  Expense Reports 
ncluding those awaiting action by your Proxy Approver) and E-mail notifications will again be 
ent to you. 

P

 to you 
ediately 

tr
 
 
W
P
(i
s
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PROXY ACCESS 
 
TRIPS NavigatER offers two methods whereby one employee access Expense Reports of 

yee: Service Access and Shared Service. 

 
Se
 
Ser ser to 

ense Reports on behalf of the primary User.  Service Access is primarily 
staff members who normally have a secretary or administrative assistant 

se Report 
• Modify an existing Expense Report 
• View Activity Summary information 
• View and change Personal Profile, Personal Picklist and Personal Split Formula information 

 

The Service Access Proxy User cannot

another emplo
  

rvice Access 

vice Access functionality permits a User or an Administrator to designate a “Proxy” U
xpcreate and modify E

ntended for senior i
prepare paperwork on their behalf. 
 

The Service Access Proxy User can: 
• Create a new Expen

: 
• Submit an Expense Report – The primary User must submit her or his own Expense Report, 

thus assuring that s/he assumes personal responsibility for its accuracy. 
 
 
Granting Service Access Privileges  
 

• Open your Personal Profile to the Defaults tab. 

 
 

• Enter the Login ID (“E” + SSN) of your Proxy in the Service Access By field and click 
[Save].  (To remove privileges, delete the contents of this field and [Save]) 
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Proxy Login to Service Access 
 
• Open TRIPS NavigatER as normal 
• Click on the File menu and select Service Access 

 
 

whom you will be 
 used) 

 
 

• The primary User’s NavigatER window will display, minus the [Cash Advance] button. 

 
 

• Once you have completed work on the Expense Report, click File – Exit Service Access to 
return to your own NavigatER window. 

 
 
 
 
 
 

• mit the Report 
 

• The Login screen displays – enter the Login ID of the primary User for 
ick [OK] (the Password field is notpreparing the Expense Report and cl

 
 

Inform the owner of the Expense Report that s/he may login and modify/sub
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Shared Service 
 
Shared Service functionality permits an Administrator to designate a “Proxy” to create, modify, 

 are assigned to a Shared Service 
Group.  Shared Service is intended for employees who do not have direct access to the TRIPS 
application. 
 

The Shared Service Proxy User can: 
• Create a new Expense Report 
• Modify an existing Expense Report 
• Submit an Expense Report 
• View Activity Summary information 

View and change Personal Profile, Personal Picklist and Personal Split Formula information 

 
Proxy Login to Shared Service  
 

If you have been granted 
Shared Service privileges, 
your NavigatER welcome 
window will include the 
Shared Services menu 
choice. 
 
 
 
 
 
 
 

 
• Click on Shared Services

and submit Expense Reports for one or more Users that

• 
 

 

 
and the Shared Service 
login window will display: 

 
• [Search] for a User by entering all 

or part of his/her last na
Employee ID (SSN). 

 
 

Highlight the
list area and click [Login] to 

 
 
• Once you have 

completed work on 
the Expense Report, 
click File – Exit 
Shared Service to 
return to your own NavigatER window. 

 

me and/or 

 desired User on the • 

access his/her NavigatER window.  
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Frequently Asked Questions 
 

d Yes – TRIPS is a system for reimbursement of expenses paid by employees.  
record State-paid expenses.  If an Agency desires to 

eporting purposes, users must document them on Expense 
thod of Payment. 

E  estimated travel costs? 

S list hotels and motels that have agreed to accept the State 
rates? 

net site http://www.intranet.state.tn.us/finance/travel/hotel.html

General Procedures 
 

• Direct-billed expenses – Does TRIPS track expenses paid directly by the State? 
 

No an
TRIPS does not automatically 
capture these expenses for r
Reports using the “State Paid” Me

 
• stimated Costs – Does TRIPS track

 

No – TRIPS is used to report actual expenses only. 
 
• Lodging Providers – Does TRIP

of Tennessee or GSA CONUS 
 

No – The F&A Intra  has a 
at have agreed to accept the State rate when space is available.  

e http://hotelsatperdiem.com/
listing of providers th
The Internet websit  likewise has a listing of providers 

 CONUS rate at non-Tennessee locations.  This status changes 
ers should always inquire directly when making arrangements. 

 Paperwork – What paperwork is eliminated by TRIPS? 
 

A signed Travel Claim Form FA-0080 is not required if you enter your own claim in 
her changes in paperwork requirements. 

• ceipts be submitted with a claim? 
Yes –Original receipts must be sent to the Agency Fiscal Office, who will forward them to 
the Division of Accounts. 

• o request and approve Temporary Travel Advances? 
No – Temporary Travel Advances must be issued via normal STARS disbursement 
transactions.  Once issued, they will be recorded as Cash Advances in TRIPS to permit 

ext submitted Expense Report. 

• TRIPS be used to authorize travel? 
ravel continues to be authorized using procedures established by the Department 

of Finance & Administration, the Department of Personnel, and each Agency.  Travel 
authorization numbers are manually recorded on the TRIPS ER Summary window when 

 Report is prepared. 
 
 
Con

accepting the GSA
regularly so travel

 
•

TRIPS.  There are no ot
 
Receipts – Must original re

 

 
Travel Advances – Is TRIPS used t

 

automatic deduction from the n
 

Travel Authorization - Can 
 

No – T

the Expense

tinued… 
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Troubleshooting 

• Login - What if I forget my Login I
 

∗ Your Login ID is your Social Security number preceded by the letter “E” (e.g., 

∗ or 
 the 

 
• ogin - When I log in to the TRIPS application for the first time, I do not receive a screen that 

.3.1_09  
nvironment version 1.3.1_09, then 

you can download it by following the link: Java Runtime Environment version 1.3.1_09

 
D and/or Password? 

‘E419999999’).   
Contact your Agency Administrator to request a new password (the Administrat
cannot see your old password).  Once you have successfully logged in, change
password to one of your own choosing. 

L
asks me to download the Java Runtime Environment version 1

 

If you are not asked to download the Java Runtime E
.  

ges for your PC to install these files.  If you do not 

• Scr
ndows” 

when entering an Expense Report (e.g., Location entry form, Financial Code builder, 
s application such as TRIPS, there 

LT> key and press the 
<TAB> key.  Icons representing open applications will display on your screen:  

ss the <ALT> key, repeatedly press and release the <TAB> 

Make sure you click the hyperlink next to 1.3.1_09 on the page that is displayed.   
 

You must have administrator privile
have administrator privileges, contact your agency information systems support group 
for assistance. 
 
een Locks Up - What can I do if TRIPS “freezes” and I cannot enter information? 
 

Make sure you are using the “active window”.  TRIPS opens various “pop-up wi

date entry calendar, etc.).  In any Microsoft Window
can be only one “active” window.  Under some circumstances, the active window may 
become hidden.  To locate the active window, hold down the <A

While continuing to depre

key until a Java coffee cup icon  is outlined.  Release the <ALT> key.  If the active 
 

 

 

own) list box? 

 a 

 General Help – How do I resolve problems that are not covered by these FAQ? 
 

The following resources are available to assist you:   
in the TRIPS application, on-line help is available by clicking a button on the 

main NavigatER window and on most windows within the application. 

TRIPS window is not displayed, repeat the <ALT><TAB> process until you locate it.
If this procedure is unsuccessful, it will probably be necessary to close TRIPS (as you
would any other Windows application) and Login again. 
 

• List boxes – What if the item needed is not available in a (drop-d
 

Contact your Agency Administrator for guidance on using an alternative.  If the Agency 
Administrator determines that a new choice should be added to the list, s/he will make
request to the Statewide Administrator. 
 

•

∗ With

http://www.intranet.state.tn.us/finance/travel/hotel.html
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∗ The TRIP customer websi ternet and State Intranet under the 
Department of Finance and Administration, Division of Accounts topic “Travel 

 and the computer based training 

ides an excellent overview of TRIPS functionality 

Approver User Guide are detailed technical 
manuals 

∗ Each agency should have at least one TRIPS Administrator and other experts on the 
  
 

. 

All NavigatER Windows 
 

• Loc
 

∗ First, try different variations on spelling (e.g., La Vergne, Tennessee is spelled with a 
space between “La” and “Vergne”).  In addition, certain words are abbreviated as 

Word TRIPS Abbreviation 

te, found on the In

Reimbursements” includes links to manuals
application (CBT). 
o The CBT prov
o The Submitter/Approver Quick Reference Guide is a good resource for 

procedural issues 
o The Submitter User Guide and The 

o Agency Setup & Maintenance Procedures Guide is a reference for Agency 
Administrators 

application.  These experts are your first points of contact for unresolved problems.
If they are unable to resolve the problem, they will seek assistance from a TRIPS
Statewide Administrator or technical systems support personnel, as appropriate

 
 

• Date Entry - What is the proper format to enter dates? 
 

The preferred method for entering dates is to use the calendar feature (double-click on 
the date field or, in some windows, click on the date button to call the calendar).  Dates 
may also be entered manually using the format “MM/DD/YYYY” (e.g., 01/05/2004 for 
January 5, 2004). 
 
ations – What if the location/city I need is not in TRIPS? 

follows: 

East E 
Fort Ft 

Mount or Mt. Mt 
North N 

Saint or St. St 
South S 
West W 

 
If you still cannot find your desired location, contact your Agency Administrator for 
assistance.  If the Agency Administ

∗ 
rator determines that the Location is not in the 

TRIPS tables, s/he will request that the Statewide Administrator add the Location, 

 
 
Continued
 

along with any applicable point-to-point mileages. 

… 

http://java.sun.com/products/archive/


 

State of Tennessee – Department of Finance & Administration 
Travel Reimbursement Information Processing System (TRIPS) 

Submitter/Approver Quick Reference Guide 
 

 

Revised March 18, 2005  Page 74 of 80 

ER Summary Window 

n the ER Summary Window – Why do the “From” and “To” dates change on the ER 
ry Window? 

 
• Dates o

Summa
 

TRI   the ER Details 
Win w
are ready to submit the Expense Report, go to the ER Summary Window and enter the 
cor
Note: I n to the ER Details Window, the ER Summary Dates may change. 

 
 

 
• Per Die

 

Not
publications.  If the Fiscal Office agrees that there is an error, they will contact the 
Statewide Administrator to request a rate change.  In the interim, your Fiscal Office may

PS NavigatER will default a “From” date equal to the earliest date on
do , and a “To” date equal to the latest date on the ER Details Window.  When you 

rect dates and click on [Submit].   
f you retur

ER Details Window 

m Rates – What if Per Diem Rates are incorrect? 
ify your Agency Fiscal Office, who will research the rate against GSA and State 

 
instruct you to submit your Expense Report as follows: 

∗ If the rate is for Lodging,  

∗ 

o Record the actual cost 
o Click on the PD Guideline Summary tab on the ER Summary window  
o Highlight the Lodging expense and click on [Reason] 
o Select the reason “Other” and enter an explanation in the field provided. 
If the rate is for Meals & Incidentals and is too high, submit the Expense Report 
using the Category “Meals – Actuals (Daily)” and the correct amount.  Explain the 
problem in the ‘Description’ field. 

∗ If the rate is for Meals & Incidentals and is too low, submit the Expense Report using 

tes.  Explain the problem in the ‘Description’ field. 
 
• Rate Changes – What  when rates cha  during a trip? 
 

∗ If you are claiming Per Diem Meals and Incidentals, TRIPS will automatically pay the 
correct rate for each day of a trip, based on your stated location for that day 

∗ If you are c ursement fo dging expense, enter distinct ER Details 
lines for nights on which locations and rates are the same: 
o If a hotel charges you different rates for different days, enter separate ER Details 

lines for each rate charged 

 two nights dated May 2). 
∗ If you are claiming Mileage Reimbursement and drive past midnight on the day that 

the reimbursement rate changes, enter one PTP mileage segment for your travel 
prior to midnight, ending the segment at 23:59 at the Location (city) closest to you at 

 time.  Enter a second segment beginning at 00:01 at the same Location and 
ending at your actual destination. 

the Category “Meals & Incidentals (Per Diem)”, plus add a line using the Category 
“Meals – Actuals (Daily)” and the amount of the difference between computed and 
correct ra

do I do nge

laiming reimb r Lo

o If the allowed rate changes during a trip, enter separate ER Details lines for the 
days on which the allowed rate is the same (e.g., you spend four nights in Destin, 
Florida between April 29 and May 2.  The allowed rate changes on May 1.  Enter 
two nights Lodging expense dated April 30 and

that
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Poi w 

nt mileage by using Vicinity miles (plus or minus) 

 
 Point to Point Mileage – What if the mileage between two cities is incorrect? 

 

Maps and mileage databases within a city or town as the points to 
ge variations between 

 the 
t) 

r 

 
• Rate C

 

If yo idnight on the day that the 
reim  prior to 
mid
Ent
act
 

• Time E
 

TR
tim

sing time zones? 
 

Eac
are ime at 
you
We
(1) 

arri parture time;  
(2) 

spe
 
 

 
Con nued
 

nt to Point (PTP) Windo
 
• Point to Point Mileage – What if TRIPS does not compute the mileage between two 

locations? 
 

Notify your Agency Administrator, who will contact the Statewide Administrator to 
request that the mileage be added to TRIPS.  In the meantime: 

o Use Location(s) that are geographically close to the actual Location(s) 
o Adjust the resultant point-to-poi
o Explain the reason for your actions in the Description field 

•

use varying locations 
and from which mileage is computed.  Normally, milea
computation methods are attributable to this fact.  If your actual mileage differs from
computed miles, your Agency may permit the use of Vicinity miles to add (or subtrac
miles to the number computed.  If you feel there is a serious mileage error, ask you
Agency Administrator to forward your complaint to the Statewide Administrator for 
investigation. 

hanges – What do I do when rates change during a trip? 
u are claiming Mileage Reimbursement and drive past m
bursement rate changes, enter one PTP mileage segment for your travel

night, ending the segment at 23:59 at the Location (city) closest to you at that time.  
er a second segment beginning at 00:01 at the same Location and ending at your 
ual destination. 

ntry - What is the proper format to enter times in the Point-to-Point window? 
IPS requires that you use 24-hour (military) time.  For hours after noon, add 12 to the 
e (e.g., 4:15 pm is entered as”1615”). 

 
• Time Zones – How should I enter Point-to-Point times when cros

h Agency should establish policy in this area.  TRIPS will function properly if all times 
 entered based on the same time zone (e.g., entering all times based on the t
r Official Station).  If actual local times are used and you are traveling from East to 
st, you may experience one of two problems:  
If your travel time was less than an hour, TRIPS will reject the entry because your 

val time will precede your de
If travel time exceeds an hour, TRIPS may flag the mileage segment for excessive 

ed.  If this happens, explain the circumstances in the Description field. 

ti … 
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• Saving Point-to-Point Mileag rts  – How do I save my work 
when in the Point-To-Point mileage window? 

mmended that you save your work frequently, as communication outages may 
 the loss of your data.  When in the Point-to-Point Window, [Update] the last 

ou 
oint-To-Point window. 

 
 

 

e Reimbursement Expense Repo

 

It is reco
esult inr

mileage segment and click [OK].  You will return to the ER Details Window where y
can then click [Save].  Click on the [PTP] button to return to the P

Trip Info Window 

• Trip Info Window – When do I use the TRIP Info window? 
 

Create a “trip” in the Trip Info Window only when you are claiming Per Diem (Lodging or 
Meals & Incidentals) expenses for overnight travel.  After creating the trip, ent
expenses in the ER Details window.  With a Per Diem (M&I or Lodging) expense row 
highlighted, switch to the Trip Info window and ‘click’ on the related trip (it’s Status will 
then show “Working”).  Return to the ER Details window where the trip will now be 
“associated” with the expense.  TRIPS NavigatER requires the trip information to 
compute Meal

er your 

s & Incidentals reimbursement and to edit a Lodging Room Rate. 
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Glossary of Terms 

 
Admin

 
Agenc
Administrator of configuring certain system tables.  By internal control policy, an 

Administrator may ver. 
  

 final approval of an Expense 
lly in a designated sequence 

 
Appro
Hierar

 
Appro

• Reject or approve Expense Reports for payment and/or 
• “Approve” the recording of Temporary Travel Advance amounts 

  
Approver 
Expense 
Recovery 

A function that allows an Approver to reduce a portion of an Expense 
Report’s reimbursement amount.  When an expense item is reduced, a 

recovery icon 

istratER An Internet-based software application used to configure and maintain 
various TRIPS database tables.   
 

y A User that has been granted access to TRIPS AdministratER for purposes 

not also be an Appro

Approval Chain 1-5 Approvers whose action is required for
Report.  Expense Reports pass electronica
from the first member of the chain to the last.   
 

val  
chy 

The Approval Hierarchy represents the electronic path of an Expense 
Report through one or more Approval Chain(s).  The default hierarchy is 
the hierarchy that was last used when the User submitted an Expense 
Report. 
 

ver A TRIPS User with authority to: 

 will appear beside the designated expense item.  The 
expense item will not reflect the reduction amount; only the reimbursement 
amount will be affected. 

  
Approver 
Threshold 

When an Approver is assigned to an Approval Chain, the Approver is 
allocated a threshold amount of $0.00 or greater.  This value represents 
the minimum reimbursement amount necessary for an Expense Report to 
be sent to that Approver for action.  If the reimbursement amount is less 
than the Approver’s threshold amount, the file will skip the Approver and 
continue on the next Approver in the Approval Chain (or will be batched to 
STARS if the skipped Approver is the last in the Chain). 

  
AuditER An Internet-based software application used to audit any approved TRIPS 

Expense Report.  Access to AuditER is restricted to the F&A Division of 
Accounts and the Comptroller’s Division of State Audit. 

  
Cash Advance The amount of a Temporary Travel Advance issued through STARS.  The 

Cash Advance is recorded in TRIPS to permit the reduction of the amount 
of the employee’s subsequent Expense Report. 

  
Category A pre-defined description of an expense that is directly related to a STARS 

Object code.  When the User records an expense on an Expense Report, 
s/he must select, from the Category drop-down list, the Category that best 
describes that expense. 
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Glossary of Terms 
 

ONUS Continental United States.  In TRIPS, a Per Diem rate schedule maintained 
i). 

 
efault 

 Chain 
 mandatory Approval Chain added to the top of a User’s Approval 

inancial Code 
 code 

/he will use most often.  It will automatically appear in the FC field of each 

 of 

  
xpense ee ‘Category’ 

 
Expense Report nses 

u ot 

r by 

 or Cash Advance request, and a system-
enerated sequential number. 

ode 

 
Guideline 

line field located in 
e bottom right corner of the ER Details tab. 

Guideline Level 

 The User’s spending limits (Guidelines) for each Category 

GSA 
rnment travel (applicable 

utside the State of Tennessee). 

Login ID 

umber preceded by the letter ‘E’). 
  

C
by GSA for the 48 contiguous United States (excluding Alaska & Hawai
 

D
Approval
 
Default 

A
Hierarchy.  The User cannot modify or remove the Default Approval Chain. 
 
A User’s Default Financial Code represents the STARS accounting

F s
new expense line added to the User’s Expense Report but may be 
changed.  The User enters her/his default Financial Code within the 
Personal Profile window. 

  
Event Log A chronological list of events that have taken place during the life cycle

an Expense Report including date, time, and the name of any person 
taking action. 

E
Category 

S

 
An electronic file used to record and request reimbursement for expe
nc rred by an employee on behalf of the State that include, but are ni
limited to, travel expenses. 
 
An Expense Report or Cash Advance request is assigned a file number 
the TRIPS when the file is first created.  The file number is a unique 
combination of: the employee ID, a two-letter code indicating whether the 
file is an Expense Report

 
File Numbe

g
 
Financial C

 
Information designating how an expense should post in STARS  (i.e., to 
what Department, Division, Fund, Cost Center, Grant/Sub Grant, Agency 
Object, and Location codes). 
 
A spending limit that, if exceeded, will result in the expense line being 
flagged.  The guideline amount can be seen in the Guide
th

  
A categorization of Users that is used to define: 
• Which Expense Categories the User may choose 
•

  
General Services Administration.  The Federal agency that is responsible 
for establishing per diem rates for domestic gove
o

  
A unique identifying code that permits each User to access TRIPS 
application software.  The Login ID is generally the User’s STARS Vendor 
number (Social Security n
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f 
Payment 

R te, 

eports. 

Performance ent rate 

 
ersonal Pick ach User has personal pick lists that can be used to store frequently used 

 
Personal Split 

ormula 
lit Formula stores the financial codes and split percentages 

sed most often when splitting the cost of an expense item between two or 
odes.  Using a Split Formula saves time versus entering 

the split information manually. 

e 
information. 

er 
er.  

 

 
roxy Submitter n Agency employee that has been granted rights to submit Expense 

 
Reimbursement 

mount 
d as a reimbursable business expense by a 

ubmitter on an Expense Report.  Once the Expense Report has been 
he 

 
ejected  file status indicating that an Expense Report or Cash Advance request 

 
Report Number uely identify 

 User’s Expense Reports. 

Reroute 

Method o A field on the ER Details Tab, that allows selection of how an expense was 
paid, either by “Out of Pocket” (by the employee) or “State Paid”. 

  
NavigatE An Internet-based software application using a “web browser” to crea

submit, approve, and track employee expense reimbursement Expense 
R

 
Period of 

 
A feature that allows the Application Administrator to place time restrictions 
for when a financial code may be accessible or when a reimbursem
is in effect.   
 

P
List 

E
financial codes, expense providers, and line purposes.   
 
A Personal Sp

F u
more financial c

  
Personal Profile Information required for each User that defines the User’s access privileges 

within NavigatER along with personal information such as address, phon
number and other pertinent 

  
Proxy Approv A TRIPS User with approval authority who has been granted temporary 

rights to approve/reject Expense Reports on behalf of another Approv
The Proxy Approver will also receive system-generated e-mail notifications
in place of the primary Approver. 
 

P A
Reports on behalf of other employees (see Shared Service). 
 
The total amount being claime

A S
approved, the reimbursement amount represents the amount owed to t
Submitter. 
 

R A
was rejected by an Approver. 
 
A sequential number automatically generated by TRIPS to uniq
a

  
If a file becomes stale during the approval process, the Statewide 
Administrator may reroute the file to another Approver. 

  
STARS 
 

State of Tennessee Accounting and Reporting System 
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ess 
on 

is/her behalf. 

Shared Service 
ry for other employees.  Proxy Submitters are granted Shared 

ervice privileges for a defined Shared Service Group. 

e 
Group e or more Proxy Submitters. 

Administrator may 
ither reroute the stale file to another Approver or skip the Approver who 

Stale Date 
Interval port or cash advance request.  If an 

pprover does not approve or reject a file within the stale date interval the 

 
Statewide 

dministrator 
n, Division of Accounts employee 

at has been granted access to the TRIPS AdministratER module for 

 
Submitter eport or Cash Advance request 

Administrator rdware and 
oftware installation, configuration, and troubleshooting, as well as the 

TRIPS 
  

nsubmitted  file status indicating that the Expense Report or Cash Advance request 

 
ser  State employee with access to the TRIPS NavigatER module. 

 
 

Service Acc A feature that allows a User to give another User access to his/her login 
account to create and modify (but not submit) an Expense Report 
h

  
A feature that allows a Proxy Submitter to submit Expense Reports and 
view histo
S

 
Shared Servic

 
A group of one or more employees on behalf of whom TRIPS access is 
granted to on

  
Stale  If an Approver fails to approve or reject an assigned file within the stale 

date interval, that file will become “stale”.  The Statewide 
e
allowed the file to become stale (the final Approver cannot be skipped). 
 
The designated time period in which an Approver must either approve or 
reject an assigned Expense Re

 

A
file will become stale.                                                                                        
 
A Department of Finance & Administratio

A th
purposes of configuring system tables.  Statewide Administrators are 
responsible for overall system management. 
 
A User who submits an Expense R

  
Systems A Department of Finance & Administration Information Systems 

Management staff person who is responsible for computer ha
s
operation of interfaces between TRIPS and other systems. 
 
Travel and expense Reimbursement and Information Processing System 

 

U A
has been saved but has not yet been submitted for approval. 
 

U A
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